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Department of Executive Services 
Finance & Business Operations 
Procurement & Contract Services 
CNK-ES-0340 
401 5th Ave 
Seattle, WA 98104 
206-296-7676NEW SUPPLIER INFORMATION REQUEST 

Dear                                                        :
Company Name

Thank you for your interest in doing business with King County.  In order for us to add your company to our 
procurement database, we ask that you provide us with the following information.  
  
1) Solicitation Information. If this is in response to a solicitation please provide the number. 
  
2) Taxpayer Identification Information.  The county requires a certified Tax Identification Number (TIN) in order to     
 make payments.  Please fill out the Form W-9, and email or fax it to the address below at your   
 earliest convenience.  
   
  
3) Contact Information.  Please provide us with your current contact information.
Main Address

Main Fax # Ext Main Phone #

Email

W-9 Enclosed

If applicable:

Department Contact Name Phone # Fax # Address 
(If different from above)

Email

Sales Department

Accounts Receivable

Other (specify)

3) Electronic Payment Option.  We are able to offer payments to your company through the Automated Clearing 
 House (ACH), an electronic funds transfer similar to direct deposit.  If you are interested in participating, please  
 fill out and sign the Electronic Funds Transfer Authorization Agreement form, and return it by mail or fax.   
  
  
4) Automated Purchase Order Delivery.  If applicable, purchase orders will be automatically faxed by our  
 purchasing software to your order fulfillment department.  If you prefer, we also have the option of  
 automatically e-mailing a purchase order.  If you provide both a fax number and an e-mail address, orders will  
 be sent to the fax number by default.  

Fax number for POs: Email address for POs:

 EFT Requested (optional)

Feel free to let us know if you have any questions or concerns.  Thank you!

Sincerely,

Reply by email, or send requested information to the address above.
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Dear                                                        :
Thank you for your interest in doing business with King County.  In order for us to add your company to our procurement database, we ask that you provide us with the following information. 
 
1)         Solicitation Information. If this is in response to a solicitation please provide the number.
 
2)         Taxpayer Identification Information.  The county requires a certified Tax Identification Number (TIN) in order to                            
         make payments.  Please fill out the Form W-9, and email or fax it to the address below at your          
         earliest convenience. 
  
 
3)         Contact Information.  Please provide us with your current contact information.
If applicable:
Department
Contact Name
Phone #
Fax #
Address
(If different from above)
Email
Sales Department
Accounts Receivable
Other (specify)
3)         Electronic Payment Option.  We are able to offer payments to your company through the Automated Clearing
         House (ACH), an electronic funds transfer similar to direct deposit.  If you are interested in participating, please 
         fill out and sign the Electronic Funds Transfer Authorization Agreement form, and return it by mail or fax.  
 
 
4)         Automated Purchase Order Delivery.  If applicable, purchase orders will be automatically faxed by our 
         purchasing software to your order fulfillment department.  If you prefer, we also have the option of 
         automatically e-mailing a purchase order.  If you provide both a fax number and an e-mail address, orders will 
         be sent to the fax number by default.  
Feel free to let us know if you have any questions or concerns.  Thank you!
Reply by email, or send requested information to the address above.
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